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DISPOSE OF PRESENT ACCUMULATION; 
NO FURTHER ACCUMULATION ANTICIPATE" RECORD WILL CONTINUE TO ACCUMULATE. 113 - 

Dates of Series 

-- - -- (See attached sheet) 

* What i s  the  function of the  o f f i c e  i n  which t h i s  record s e r i e s  i s  created? 

The historic sites section of the Parks and Historic Sites Division is responsible 
for the overall operation, maintenance, and control of a1 1 historical sites and 
museums in custody of the Department. 
implementing capital outlay projects for new sites and Paisin'g'i the quality of existing 
facilities; and proyidil ig '  interpretive programs o f  the natural and cultural history 
of each park and historic site for visitors. 

Specific responsibilities include planning and 

- - __ _ _ ~  
11 - This f i l e  contains the  following documents, (include form numbers and t i t l e s ,  if W ,  

and f i l e  arrangement). 

See attached sheet 
* 
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15. Is Ge-%'k%tfion contained i n  t h i s  series ever  summarized o r  dublished? ; .  r i  r i  - . <  . <  

AttaQTpy gf, sunmiary o r  publ ica t ion .  
16. Does,the t series contain c l a s s i f i e d  informatiod r equ i r ing  s e c u r i t y  handling? [ I  [ I  

( 8  . - I .  

% [ I  [ I  
1 1  [ I  

[ I  [ I  

[ I  [ I  
21. Does t h e  record series contain documentation produced as EDP p r i n t o u t ?  [ I  [ I  

17. Does t h e  series i n i t i a t e ,  amend o r  terminate agency p o l i c i e s  and procedures? 

18. Could t h e  funct ion be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? 

19. Is t h e  series ( o r  major po r t ion  of i t) r e g u l a r l y  microfilmed? If y e s ,  why? 
~ 

20. Does t h e  record series provide  data as input  t o  an EDP f i l e ?  

22. Has t h e  Federal  Government i s sued  i n s t r u c t i o n s  governing t h e  re ten t ion /d ispo-  [ I  [ I  

[ I  [ I  

s i t i o n  of t hese  f i l e s ?  

23. W i l l  t h e r e  be a need f o r  t hese  records 10, 1 5  yea r s  from now? I f  yes ,  what? 
f _ _ ~  - --------- I-- 

24. REQUIREMENTS. The following requi res  , t h e  f i l e s  t o  be kept ' years:  
;. r t '  ..:I.". 1 , 1 ; ~ ~ . 1 . l . ~  . I  

a.[]STATE b.[]STATWE OF c.[]AUDIT d.[]FEDERAL e.[]ADMINISTRATIVE f.[]HISTORICAL 
LAW LIMITATION PERIOD . LAW DECISION VALUE 

(C i t e  Law, S ta tu t e ,  o r  other  reason f o r  the re t en t ion  requirement) 

__ - - -- 
25. AGENCY RECOMMENDATIONS. This agency recommends t h a t  t he  f i l e  series be cu t  o f f  at t h e  end 

of  each -[]CALENDAR YEAR -[]FISCAL YEAR -[]OTHER ,then : 

[ 1 Hold i n  t h e  cur ren t  f i l e s  area month(s)/  y e a r ( s ) :  
[ 3 Transfer  t o  [ 1 S t a t e  Records Center [ 1 Local Holding Area; hold  y e a r ( s ) :  
[ 1 Destrov. 

' ' 

~. I 

[ 1 Transfer  t o  S t a t e  Archives f o r  permanent r e t e n t i o n .  
[ I Destroy immediately after cut-off.  
[ 1 Other: (Spec i fy)  

See at tached sheet 

( Indica te  b r i e f l y  ra t ionale  fo r  recomendations abooe/or write addi t ional  remarks) : 

- 
6. 
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74-31 2 
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34 -335 

. ,  . 

I 
Parks 

DEPARTMENT OF NATURAL RESOURCES 

and H i s t o r i c  S i t e s  D i v i s i o n  

Descr i p t  i on _ _  

HISTORIC SITES OPERATION F LE - Documents 
r e l a t i n g  t o  admin i s t ra t i ve  procedures 
which.support t h e  sect ion.  Included are  
p r o j e c t  au thor iza t ions ;  t r u c k  reports; 
telephone logs; p a y r o l l  t ime sheets; pro- 
j e c t  au thor iza t ions ;  p r i o r  approvals; 
proper ty  inventory  a d t rans fe r ;  I i s t  of 

t r a t i v e  procedural documents. F i  l e  i s  
arranged a lphabe t i ca l l y  by s i t e .  

loca l  purchases; and % t h e r  r e l a t e d  adminis- 

Reference H i s t o r i c  - S i t e s  Operatlon F i l e  - 
Copy of above f i l e  maintained i n  s i t e  
f i e l d  o f f  i c e  for  reference purposes. 

-- 

MONTHLY SITE REPORT FILE - Documents r e l a t i n g  
t o  accounting for  and r e p o r t i n g  the  var ious 
operat ions a t  each h i s t o r i c  s i t e .  Included 
are  H i s t o r i c  S i tes  Monthly Report Form (no 
form number). F i l e  i s  arranged a lphabet i -  
c a l l y  by s i t e .  

Reference Motythly S i t e  Report F i l e  - 
Copy o f  above f i l e  maintained i n  s i t e  
f i e l d  o f f i c e  for reference purposes. 

ANNUAL SITE REPORT FILE - Documents, r e l a t i n g  
t o  summarizing annual ly  operat ions a t  each 
h i s t o r i c  s i t e .  Included are  summaries o f  
a c t i v i t i e s  such as v i s i t a t i o n  and veh ic le  
mileage. F i l e  i s  arranged a lphabe t i ca l l y  by 
s i t e .  

QUARTERLY SITE INSPECTION REPORT FILE - 
Documents r e l a t i n g  t o  t h e  requi red inspect ion 
o f  each h i s t o r i c  s i t e .  Included are Q u a r t e r l y  

,i 

i 
! 

D i  s ~ o s  i ti on - -~ 
Cut o f f  f i l e  a t  end o f  each f i s c a l  year; 
ho ld i n  c u r r e n t  f i l e s  area I year; then 
t r a n s f e r  t o  S ta te  Records Center; ho ld  
I year; then destroy. 

Cut o f f  f i l e  a t  end of each f i s c a l  year; 
ho ld  i n  cu r ren t  f i l e s  area I year; then 
destroy . 
Cut o f f  f i l e  a t  end of each f i s c a l  year; 
ho ld  i n  cu r ren t  f i l e s  area I year; then 
t r a n s f e r  t o  Sta te  Records Center; ho ld  
I year; then destroy. 

Cut o f f  f i l e  a t  end o f  each f i s c a l  year; 
ho ld  i n  c u r r e n t  f i l e s  area I year; then 
destroy . 
Cut o f f  f i l e  a t  end of each f i s c a l  year; 
ho ld  i n  cu r ren t  f i l e s  area I year; then 
t r a n s f e r  t o  S ta te  Records Center; ho ld  I 
year; then destroy. 

H i s t o r i c  S i t e  Inspect ion Report Forms (no 
form numbers). F i l e  i s  arranged a lphabe t i ca l l y  
by s i t e .  

Cut o f f  f i l e  a t  end of each f i s c a l  year; 
ho ld  i n  cu r ren t  f i l e s  area I year; then 
t r a n s f e r  t o  S ta te  Records Center; ho ld  I 
year; then destroy. 

Reference Q u a r t e r l y  - S i t e  Inspect ion Report Cut o f f  
F i l e  - Cow of above f i l e  maintained i n  s i t e  ho ld  i n  

I ,  - 
f i e l d  o f f i c e  for  ref6rence purposes. destroy 

f i l e  a t  end of each f i s c a l  year; 
cu r ren t  f i l e s  area I year; then 



No - 

3c)- 37G 
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Descr i p t  i on 
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H I STORl C S I TES OPEKAT I ON RESEARCH 
FILE - Documents r e l a t i n g  t o i t h e  
bas ic  research o f  h i s t o r j c a l  data. 
Included are  s p e c i f i c a t i o n s  for 
res to ra t i on ;  correspondence and 
memorandums p e r t a i n i n g  t o  s p e c i f i c  
research pro jec ts ;  cons t ruc t ion  
spec t f i ca t i ons ;  maps and p la t s ;  
legal  documents; news repo r t s  and 
p u b l i c i t y  statements; g i f t  and loan 
documents; m i c r o f i l m  inventor ies;  
b ids  and appraisals; inventor ies  of 
furn ish ings;  and, t h e r  r e l a t e d  
documents. 
b e t i c a l l y  by s i t e .  

HISTORIC SITES OPERATION CORRESPONDENCE 
FILE - Documents r e l a t i n g  t o  the  adminis- 
t r a t i o n  and func t iona l  operat ion of t h e  
h i s t o r i c  s i t e s  sect ion.  Included are 
correspondence, memorandums and o t h e r  
communications w i t h  t h e  s i t e  f i e l d  o f f i c e s .  
F i l e  i s  arranged a lphabe t i ca l l y  by s i t e .  

F i l e  e i s  arranged alpha- 

Reference H i s t o r i c  S i t e s  Operation 
Correspondence - F i l e  - Copy o f  above 
f i l e  maintained I n  s i t e  f i e l d  o f f i c e  
f o r  reference purposes. 

- 

HISTORIC SITES REQUEST AND COMPLAINT 
FILE - Documents r e l a t i n g  t o  documenting 
ac t ions  taken on complaints and requests 
f o r  in format ion or mater ia l  from t h e  
pub l ic .  Included only i s  correspondence. 
F i l e  i s  arranged ch rono log ica l l y  by date. 

D ispos i t i on  
,i - 

Cut o f f  f i l e  a t  end o f  each f i s c a l  
year; ho ld ip c u r r e n t  f i  les area 4 
years; then ‘ r e t i  r e  t o  Sta te  Archives 

. f o r  permanent re ten t i on .  

Cut o f f  f i l e  a t  end o f  each f i s c a l  
year; ho ld  i n  cu r ren t  f i l e s  area I 
year; then r e t  i.re t o  S ta te  Archives 
for  permanent re ten t i on .  

c u t  o f f  f i  
year; ho I d 
year; then 

c u t  o f f  f i  
year; ho ld 
year; then 

e a t  end of each f i s c a l  
i n  cu r ren t  f i les  area I 
destroy . 

e a t  end o f  each f i s c a l  
i n  cu r ren t  f i les  area I 
destroy. 

HISTORIC SITES DEED REFERENCE-FttE - Documents Retain i n  cu r ren t  f i l e s  area f o r  
r e l a t i n g  t o  t h e  a c q u i s i t i o n  and ownership 
o f  proper ty .  Included are copies o f  purposes. 
o r i g i n a l  deed and t i t l e ;  indentures; 
insurance p o l i c i e s ;  maps and p la t s ;  pro- 
p e r t y  repor ts ;  right-of-way covenants; 
summary sheets; and r e l a t e d  correspon- 
dence and memorandums. F i l e  i s  arranged 
a lphabe t i ca l l y  by s i t e .  

HISTORIC SITES MARKER FILE - Documents 
r e  I a t  i ng t o  r e t a i n  i ng a permanent record 
of t h e  o f f i c i a l  t e x t  o f  each h i s t o r i c a l  purposes. 
marker maintained by t h e  Department. 
Included are  o f f i c i a l  t e x t s  of each 
marker. Also included i s  a card index 
t o  t h e  f i l e .  
ca l  l y  by marker number. 

continuous updating and reference 

Retain i n  cu r ren t  f i  l e g  area f o r  
continuous updating and reference 

F i l e  i s  arrangednumeri- 


